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MEMORANDUM FOR: See Distribution

SUBJECT : Review Staff Files .

’

1. Effective immediately all permanent record Review Staff fileg
will be transferred to the custodianship of the Executive Secretariat.

2. In order to ensure that permanent record files of the Review
Staff will remain intact and be readily available, requests for access to
these materials will be levied on the Chief, Executive Registry. Docu-
ments should not be removed from these files other than for review on
the premises or copying for authorized purposes. A record will be kept
by the Registry Clerk, identifying the person and Agency component re-
questing the document(s). If a document is reproduced, Chief/ER will
be advised and will make an appropriate entry in the file, If either the
document or its content is to be used for purposes external to the Agency,
agreement should be obtained from the originating office, and the approval
of the undersigned is required. He will seek the concurrence of all in-
terested offices and consult the DDCI or DCI as appropriate.

3. Itis expeCté'd that the Legislative Counsel, General Counsel,
and Inspector General, as well as the DDCI, will be the principal usersd
of the Review Staff files, Their offices will levy requests directly to the
Chief, Executive Registry.
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pieces of correspondence between the DCI/DDCI
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MEMORANDUM FOR: See Distribution TP
FROM : B. C. Evans, Executive Secretary(;f/,

1. Far too often material is reaching the Director
or his immediate office without i rough the Executive STAT
Registry and over ny desk. Per[iffff:fﬁand the Director's
recent guidance, he looks to me To See that all material is
properly coordinated and that the left hand has the oppor-
tunity to know what the right hand is doing. That material
gets to him without the benefit of Registry and consolida-
tion with other related inputs from line or staff elements
can be attributed to the fact that you or one of your staff
handcarried the material. The secretaries in his office
are under DCI instructions to handcarry any item you may
have dropped on their office to the Registry, which in turn
will return it to the Director via my office. Of course
there are exceptions, e.g., when the Director, or any of
his immediate staff, has phoned saying they are waiting for
a paper, you are meeting with him and provide a piece of
paper across the table, cables, finished intelligence and
periodic publications, etc. 1In most cases, your offices
subsequently drop an information copy on the Registry and
we are able to record and retrieve as appropriate if the
document is an actionable memorandum or letter.

2. It is understood that there is a very limited
quantity of paper that should be exempted from Registry,
such as correspondence related to some personnel/security/
medical-related cases, particularly sensitive DDO operations,
and some extremely sensitive Community'[::;;::::] topics. STAT
However, we have a responsibility to record its existence
if it involves DCI review and approval. In all such cases,

we have an obligation to know where the office of record
1s and in most cases do.
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3. The Director looks to me to see that material
reaching him is properly coordinated and has relevant
reference material attached to it, irrespective of whether
it has originated with the sender. I hope you will coop-
erate with us in discharging these responsibilities.

STAT

bE. C. Evans

Distribution:
DDS§T
DDI
DDA
DDO
D/DCI/IC
D/DCI/NIO
GC
LC
1G
Compt
Asst/DCI
AO/DCI
EA/DCI
SA/DCI

Internal Distribution:
1 - ER
1 - ES Chrono

O/ES/BCEvans:pgh (19 Apr 76)

Administrative - Internal Use Only

Approved For Release 2006/03/03 : GIA-RDP79M00467A001100150002-2



i | UNCLASSIFIED

SECRET

Appr_:gved

CONFIDENTIAL |

For Releaée 2006/03/03 : CIA-RDP79M00467A001100130002-2
EXECUTIVE SECRETARIAT

’¢

Routing Slip
7T0: ACTION INFO DATE INITIAL
11 pbcr '
2| DDCI
3] S/MC
4] DDS&T X
5{ DDI X
4| DDA oy
71 DDO - X
8/ D/bClIC] ¢
9| D/DCI/NIP ¥
10 GC - X
11 LC Y
12f 16 =i, &
13} Compt X
14} D/Pers
15 D/S
16} DIR -
17}  Asst/DCl- ¥
18] AO/DCI X
19/EA/DCI | X
20lsa/pc1 | X
21
22
SUSPENSE
Date
Remarks:

3637 (175

Approved For Release 2006/03/03 : CWWZ-Z

Date

STAT



